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PART ONE SECRETARIAL WRITINGS

CHAPTER 1 Note

1. Definition

(1) A note is a short letter;
(2) A note is a short comment;

(3) A note is a notice/sign or attention.

2. Kinds of Note

(1) Message
(2) Leave or Absent Permits
v Sick Leave
v Private Affair Leave
(3) Notice as Public Signs/Signs and Notes
v Notes in Buses/Coaches
v~ Notes in Tubes/Trains
v Notes in Airport
v Safety Instructions in Airplane
v Notes in Public Places
v Notes of Telephones
v Notes in Shops

3. Examples of Notes/Signs

(1) Message /
/ , N N o

’ o

Example 1

8:30 A. M.

Dear Peter,
I have done all my things here. I sincerely thank you for the trouble you have
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taken for my sake. I am leaving for home by train at two this afternoon. This is to say

good-bye to you. Please kindly remember me to your wife.

Yours ever,
Jack

Example 2

Thursday

Dear William,
Mr. White of the ABC Company has rung up saying that he will call on you

tomorrow afternoon.
Mike

(2) Leave or Absent Permits i {55

TH AR 25— A0S T — R 25800 AR, TR TE A R E B A e B 2, 1
B 2% EEAT Sick Leave (JifR4% ) , Private Affair Leave ( F 5% ) 55, #8308 % 4 H 1 K
W IE ORI 44 S N A

v~ Sick Leave
Example 1

March 2, 2005
Dear Sir,
Owing to a bad cold, I’ m unable to attend classes today. I now submit a medi-
cal certificate issued by the doctor.
Hoping you can excuse my non-attendance.
Yours respectfully,
Liu Kun

Example 2

May 17, 2006

Dear Mr. Pike,

I very much regret I was unable to attend school this morning owing to a se-
vere attack of illness. I am enclosing here with a certificate from the doctor who is at-
tending me, as he fears it will be several days before I shall be able to resume my

= 4
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study. I trust my enforced absence will not give you any serious inconvenience.
yours Sincerely,
Jack

v Private Affair Leave
Example 1

Machinery Engineering Department
Class 5
Sep.15, 2006
Dear Mr. Wang,
As my Canadian friend is flying home tomorrow, I have to see her off. I shall be
very obliged if you will grant me my application for one day’ s leave tomorrow.
Yours respectfully,
Chen Hua

Example 2

To: John Smith, Supervisor
From: George Chen, Accounting Department
Date: March 11, 2005

Subject: Casual Leave of Absence

John, I would like to know if I could ask for a casual leave of absence from
March 23 to 27.

Yesterday I received a letter from my parents, who are both over 70, telling me
that a big flood took place at my home village, causing serious damage to my house.
As the only son of my parents, I should be back to assess the situation, and help
them to get over these difficulties.

Though I cannot stay at home for too long a time, I should at least make ar-
rangements for repair work. I believe my relatives in the village and my neighbors
will also come to help. Financially I have no difficulties.

I will call you at 1:30 p.m. or you can call me at any time.

(3) Notice as Public Signs / Signs and Notes /
/ ; , , . o
@ The simplicity is most appreciated for public signs when acting as warning.
@ Tips:
Impersonal tone and positive tone may be preferable as those sound more friendly

and pleasant.

5 <<
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@ Signs make people be aware of something.
@ There are three types of signs: signs for forbidden or obligation, signs for warning

and signs for indication or direction.

v/ Notes/Signs in Buses/Coaches

In emergency, break glass. (on the bus window) *

In case of fire, stay in vehicle.

Keep your belongings with you at all times.

The light indicates the door is not secured.

These seats are meant for elderly and handicapped persons & women with child.
This coach is for holders of full fare.

When the bus is moving, do not speak to the driver.

With permission, but at owner’s risk.

v/ Notes/Signs in Tubes/Trains

Please keep feet off seats.*

Help us to keep the tube litter free.

Luggage must not be put in the gateway.

Please keep gateways clear.

Stand clear of the door.

To ensure punctuality, this barrier may be closed up to one minute prior to departure of

each train.

v~ Notes/Signs in Airport
Airport lounges

Airports shuttle

Check in area (zone)

Departure airport

Departure times on reverse

Exit to all routes

Flight connections

Help point (desk) / Inquiries

Left baggage

Lost property

Luggage from flights

Luggage pick up / Luggage reclaim
Nothing (something) to declare
Passport control

Reclaim belt

No smoking! No photographing! *

== 6
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No water! No perfume! No fruit! No liquid! *

v~ Safety Instructions in Airplane

When the plane is taking off and landing, return seat back and tray table to the upright
position. Fasten the seat belt.

When the oxygen mask falls down, pull it toward you. Cover your nose and mouth. Adult
first then children. No open flames.

Brace position and lights located on the floor will guide you to the exists if an emergency
arises.

Life vest is under your seat. Slip it over your head and fasten the buckle.

Do not touch any emergency equipment with read marks except in emergency.

Please refrain from smoking during the whole flight Mobile phones, AM/FM radios, televi-
sions and remote control equipment must not be used on board at any time. Life vest under

your seat. Fasten seat belt while seated.

v~ Notes/Signs in Shops

Open for business as usual

Opening soon

Hours of opening

Computers in stock

For more information , contact our customer service desk
Please ask for assistance

Please check your change before leaving the checkout area
Please retain this receipt as proof of your purchase and your guarantee
Please leave bags at the counter

Services as usual

Fill in your selection here and take to a pay point

Thank you for your custom

v Notes/Signs of Telephones*

London currently has three phone codes: 020 3, 020 7 and 020 8.

Last Number Recall

If you want to find out the number of the last person who called you, dial 1471.

Directory Enquiries

Dial 118 5000. Using the Directory Enquiry service is free if you call from a phone box if
you’re using a private phone the charges are high.

Operator Services

Always dial direct if possible as call connections by an operator are very expensive. Call
100 to speak to an operator if you’re having difficulty getting through, for an early morning

alarm call, and to make credit card calls. Dial 155 if you need to reverse the charges (so
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the person who receives the call pays! )

Phonecards

Prepaid phonecards, which use a scratch-card to reveal your PIN (Personal ldentification
Number) are often the cheapest way of making international calls. They are available from
newsagents.

Public Phones

Public pay phones take coins, credit cards or prepaid phonecards (and sometimes all three).

The minimum cost is 20p.

EMERGENCY PHONE NUMBER
For Fire, Police or Ambulance

Phone 999

v~ Notes/Signs in Other Public Places
No Entry!

No Way Out.

No Parking!

Not to Be Laid Flat!

Not for Sale.

Cycling Prohibited!
Automatic Cleaning.

Danger! Keep Out!

Hands Off!

Admission By Ticket Only.
Caution: Not A Weight Bearing On Surface.
All Bags Must Be Checked.
Keep Off the Grass.

Commit No Nuisance!
Dangerous When Wet.

VIP Lounge.

Private Park.

No Thoroughfare.

Keep Right.

Road Ahead Closed.

School Ahead, Use No Horn.
Sorry! No Fishing Here.
Wet Paint.

Not Available For Loan.
Buckle Up. It’s Law.
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We Accept No Responsibility for the Loss of Any Article the Customers Leave Here.
Queue Up here for Tickets.

This Side Up.

Positively No Admittance.

v Notes in Magdalen College of Oxford University*

Please:

Do Not walk on the grass or picnic in the grounds.

Do Not leave any litter.

Do Not enter any rooms or staircases or areas marked Private.

Be as quiet as possible, remembering that people are working here throughout the year.
Obey all notices.

Do not smoke.

Take care some paths and steps are uneven.

4. Writing Assignment™

Write a short note to Mr. Max Remington, the Public Relation’s manager.
Ask for an advertisement for two translators.

Explain the reason.

Mention your urgency.

Write 30—40 words.




